
Operational webinar series:  

 
Submit Nursing Home Institutional 
Claims using Templates  
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After this Webinar, you can: 

Create  Institutional claim templates 

 

Build a batch of claims from templates 

 

Submit  a batch of template claims 

 

Submit individual claims from a template 

 

Submit a claim secondary to commercial 

insurance  
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Creating a Claim Template 

To use ProviderOne Direct Data Entry (DDE): 

Log into ProviderOne (https://www.waproviderone.org/ ) 

Use profile “EXT Provider Claims Submitter” or “EXT 

Provider Super User” or EXT Eligibility Checker/Claims 

Submitter 

At your Provider Portal (homepage) 

• Scroll down to “Claims ”  

• Click on “Manage Templates” 
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https://www.waproviderone.org/


Creating a Claim Template 

Create the Institutional Template 
– Providers that use the UB-04 Claim Form or 837I 
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Creating a Claim Template 
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Here is an overview of the Create Claim 

Template Screen 

 

 

 

 

 
 

We will cover each action that can be done at 

this screen in the following slides 

Pick Type of Claim as “Institutional” and click 

on the Add button 



Creating a Claim Template 
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The DDE claim /template screen requires the 

minimum information 

– Template Name 

– Answer all the questions 

 

 

 

 

 

 
 

Or a provider can add as much information as they 

want 

 



Creating a Claim Template 
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First task is to name the template 

 

 

 

All claims submissions require new identifiers 

– NPI and Taxonomy 

 

 

 

ProviderOne Client ID Number 

– Last Name 

– Along with Gender and Date of Birth 



Creating a Claim Template 

Fill in the claim data 

– We are going to cover filling in most fields 

 

 

 

 

 

 

Enter your Patient  Account Number  
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Creating a Claim Template 

Pick the Type of Facility from the drop 

down 

 

 

 

 

A Nursing Home would choose            

“2-Skilled Nursing” 
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Creating a Claim Template 

Pick the Bill Classification from the drop 

down options 
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Nursing Homes using the DDE 

feature of ProviderOne would 

choose the 1E option from the 

list. The type of bill is then 

displayed in ProviderOne to 

state staff as 211. 



Creating a Claim Template 

On this template we will not be indicating 

the Statement Dates (dates of service) 

 

 

 

 

We will add an Admission Date 

11 



Creating a Claim Template 

Now we indicate the Admission Type 

 

 

 

And then an Admission Source 
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Creating a Claim Template 

Indicate the Patient Discharge Status 
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Creating a Claim Template 

Claim data filled in so far 

 

 

 

 

 

 

 
 

Then indicate the total charges 

Now drop down and answer the Medicare 

question 
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Creating a Claim Template 

Scroll down the page, click on the     expander 

to open the value code information fields 

– Enter Value Code 24 

– Then enter the appropriate class code 

 

 

Enter the client participation as the second 

Value information 

– Enter Value Code 31 

– Enter the patient participation amount (Even if it is 

$0) 
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Creating a Claim Template 

Next click on the diagnosis information    

expander 

– Enter the Principal Diagnosis 

– Admitting Diagnosis 

– Other Diagnosis as necessary 

– Do not enter the decimal in the these fields 
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Creating a Claim Template 

We now enter the service line data  

 

 

 

 
 

 

Enter Room Revenue Code 0190 

– Enter monetary information so that the system will 

batch templates correctly 

 Enter your daily room Rate Amount 

 Enter the number of days as Service Units 

 Enter the Total Line Charge 
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Creating a Claim Template 

After entering all the service line data click on 

the                  button to add the data to your 

template claim 

 

 

 

 

The template is complete and ready to Save 

– Click the save template button 
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Creating a Claim Template 

ProviderOne now asks you verify saving the 

template. Click OK 

 

 

 

The first template is added to the list 
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Creating a Claim Template 

Add as many templates as you need 

– Create new ones using the above method 

– Or copy the saved template then edit it 

 

 

 

 

 

 

To copy a template click on the      box  

Click on the Save As/Copy a Template button 
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Creating a Claim Template 

ProviderOne displays the template form 

– Clears the template name 

– Retains all the other template data 

 

 

 

 

 

 

 

Add the new template name 
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Creating a Claim Template 

Change client specific information 
– Client  ID, name, birth date, gender 

– Admit date and other admission data 

– Patient responsibility amount 

– Diagnosis code 

 

 

 

 

 

 

Save the new template 
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Creating a Claim Template 

Create your list of template claims 

 

 

 

 

 

 

 

 

Lets look at the other features of this screen 

now 
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Other Manage Template 

View a Template claim 

– Click on the      box by the Template Name 

– Click on the view Template button 

 

 

 

 

 

 

 
 

View allows you to only see template data 
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Other Manage Template 

Delete a Template claim 

– Click on the      box by the Template Name 

– Click on the Delete Template button 

 

 

 

 

 

 

 
 

Clicking the OK button deletes the template  
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Other Manage Template 

Edit a Template claim 

– Click on the      box by the Template Name 

– Click on the Edit Template button 

 

 

 

 

 

 

 
 

Edit as needed and save the template  
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Batch Template Claims 

 

 

 

Create a Batch of Template Claims 
 

 

 

 

 

      (No Trading Partner Agreement is required) 
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Batch Template Claims 

Create a batch of claims from your list of 

templates 
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Batch Template Claims 

Select the templates from the list to include in 

the batch 

 

 

 

 

 

 

 

 

Use the check box      for each template 
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Batch Template Claims 

With the templates selected click on the 

Create Batch button 
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Batch Template Claims 

ProviderOne now displays the Batch Claim 

Attributes screen 

 

 

 

 

 

 

 

 

Add your From –To dates of service 
31 



Batch Template Claims 

Click on the           button 

 

 

 

 

 

 

 

The system builds the batch and assigns a batch 

number 

Each template uses the date of service and adjusts the 

monetary amounts based on the date span 
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Batch all Template Claims 

Click on the              button 

 

 

 

 

 

 

 

 

To build a batch using all templates 
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Batch all Template Claims 

ProviderOne now displays the Batch Claim 

Attributes screen 

 

 

 

 

 

 

 

 

Add your From –To dates of service 
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Batch all Template Claims 

Click on the           button 

 

 

 

 

 

 

 

 

The system builds the batch and assigns a 

batch number 
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Auto Batch Template Claims 

If you click on the           button you will get the 

following message 

 

 

 

 

 

 

 

 

Auto Batch is a future system enhancement 
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Manage Batch Claim Submission 

 

Manage Batch Claim Submission 
– At your Provider Portal (homepage) 

• Scroll down to “Claims ”  

• Click on “Manage  Batch Claim Submission” 
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Manage Batch Claim Submission 

Manage Batch Claim Submission 
 

 

 

 

 

 

 

Busy screen 

Lets discuss important elements 
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Manage Batch Claim Submission 

Top buttons control batch activity 

 

 

 

 

 

 

 
 

Batch Number assigned during building 

Type of Batch, creator and creation date 
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Manage Batch Claim Submission 

The list page displays the status of the batch 

 

 

 

 

 

 

 

Lists the From-To dates of service 

And also gives totals of claims in the batch 
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Manage Batch Claim Submission 

Lets go into the Batch Status detail 

 

 

 

 

 

 

 

Important actions to take with each type of 

batch status 
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Manage Batch Claim Submission 

Waiting (for validation) 

 

 

 

 

 

 

 

The batch of templates has been submitted 

The system moves the templates to the 

process que on the next cycle 
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Manage Batch Claim Submission 

In Process 

 

 

 

 

 

 

 

The batch of templates has been submitted 

The system is picking up the templates to 

validate 
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Manage Batch Claim Submission 

Failed in Validation 

 

 

 

 

 

 

 

The batch of templates has been submitted 

One or more of the templates did not pass 

validation 
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Manage Batch Claim Submission 

Passed Validation 

 

 

 

 

 

 

 

The batch of templates has been submitted 

All the templates in the batch passed 

validation 
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Manage Batch Claim Submission 

Submitted for Claims Loading  

 

 

 

 

 

 
 

The batch of templates have been submitted 

No longer templates now claims  

– Batch claim data now displayed ($$, claim count) 

– System now generates the claim TCN 
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Manage Batch Claim Submission 

 

 

 

How to submit a batch of Templates 

to Claim Submission 
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Manage Batch Claim Submission 

Submit a batch of Templates  

 

 

 

 

 

 

 

Must have passed Validation 

– Check on     the batch line you want to submit 

– Then click on the            button on the top 
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Manage Batch Claim Submission 

How to submit a batch that passed validation  

 

 

 

 

 

 
 

There are two ways 

– Check    templates to include in this batch using 

the             button or 

– Use the           button to submit all the templates  
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Manage Batch Claim Submission 

The batch of claims is now loading into 

ProviderOne  

 

 

 

 

 

 
The claims have been assigned TCN numbers 

This batch will auto purge from the list when 

claims are loaded  
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Manage Batch Claim Submission 

 

 

 

How do I fix a Template that failed 

Validation? 
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Manage Batch Claim Submission 

Failed in Validation 

 

 

 

 

 

 

 

Click on the batch number to view the 

templates 
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Manage Batch Claim Submission 

The list of templates is displayed 

 

 

 

 

 

 

Click on “Invalid” to see the template error 
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Manage Batch Claim Submission 

ProviderOne displays the template error (s) 

 

 

 

 

 

 

Click on the cancel button once the errors are 

identified. 
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Manage Batch Claim Submission 

Click on the template name to fix the error(s) 

 

 

 

 

 

 

ProviderOne now loads the DDE template form 
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Manage Batch Claim Submission 

When the DDE screen is loaded correct the 

error (s) 

 

 

 

 

 

 

Then click the              button 

At the save template popup click OK 
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Manage Batch Claim Submission 

Click on the             button  

When the system refreshes click on the 

“Close” button 

 

 

 

 

 

The system returns to the batch status list screen 

and this batch is now in “Waiting” status 

ProviderOne is validating the templates again 
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Submit a Template Claim 

 

Submit a Single Claim from a 

Template 
– At your Provider Portal (homepage) 

• Scroll down to “Claims ”  

• Click on “Create Claims from Saved Templates” 
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Submit a Template Claim 

Click on the Template name to 

create a claim 
 

 

 

 

 

 

ProviderOne loads the template data in the 

DDE screen 
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Submit a Template Claim 

At the DDE screen finish filling in 

the template 
 

 

 
 

 

 

 

Once completed save the claim          or submit 

the claim  

60 



Submit a Template Claim 

Click on the           button and submit your claim 

ProviderOne should display this BU prompt 

(turn off your pop up blocker!) 

– Click “Cancel” as you don’t need BU with this claim 

 

 

 

 

ProviderOne displays the Submitted 

Institutional Claim Details screen 
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Submit a Template Claim 

The Submitted Institutional Claim Details screen 

– This screen shows the TCN number and claim data 

 

 

 

 

 

 

 

Click on the “OK” button to finish submitting 

the claim! 
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Reference Guides 

For general reference see the ProviderOne 

Billing and Resource Guide  

 

See provider training tools on the 

ProviderOne resources page 
 

See the complete list of Type of Bill codes 

  

See the Nursing Home billing guide 
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http://www.hca.wa.gov/assets/billers-and-providers/providerone-billing-and-resource-guide.pdf
http://www.hca.wa.gov/assets/billers-and-providers/providerone-billing-and-resource-guide.pdf
http://www.hca.wa.gov/billers-providers/providerone-resources
http://www.hca.wa.gov/sites/default/files/billers-and-providers/fs_dde_tob.pdf
http://www.hca.wa.gov/node/301#collapse33

